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JOB ANALYSIS LIBRARY

Using the Sort Function

Introduction

The purpose of the Job Analysis (JA) Library is to improve our ability to share job
analyses throughout the CHCO community.

Guide Contents

This guide provides instructions on sorting by a variety of options including
Grade, PD Number, Series, Region and Service.
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Using the Sort Function

After logging into Lotus Notes, double click on the PD Library ICON . This will
take you to the Job Analysis (JA) Library. Click on Job Analysis Library.

When the JA Library opens, you have a number of methods to sort the Library.
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Note: The following instructions assume that you clicked on the Collapse All

button before beginning your sort. Otherwise you may have very
different views on your sorts.

Sorting by Grade

Step 1

To sort by Grade, select the Sort by Grade button. This
option gives you all of the grades within the JA Library.

Step 2

Click on the grade of the position that correlates to the JA you wish to utilize. The grade
and series appears.
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Step 3

Click on the series that correlates to the JA you wish to view.

Step 4

Double Click on the Position Title.

The Job Analysis Form appears that is associated with this position. Click on Edit JA

button to view.

Click Close button to exit form.
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Sorting by PD Number

Step 1

Click the Sort by PD# button. This gives you the sort by
position description number. Double click on position title you wish to view.

Step 2

The Job Analysis Form appears. Click on the Edit JA button to view the JA.

Click the Close button to exit form.
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Sorting by Series

Step 1

Click on the Sort by Series button. This gives you list by
occupation series. Click on the series you wish to view.

Step 2

The list of Position Titles by series appears. Double click on the position you would like
to view.

Step 3

The Job Analysis form appears. Click on the Edit JA button to view the JA.

Click Close button to exit form.
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Sorting by Region

Step 1

Click on the Sort by Region button. This gives you sort by
Region. Click on the Region you wish to view.

Step 2

This gives you a list by Region and Grade. Click on the grade you wish to view.

Step 3

The positions within that grade appear. Double click on the position you wish to view.
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Step 4

The Job Analysis form appears. Click on the Edit JA button to view the JA.

Click the Close button to exit form.
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Sorting by Service

Step 1

Click on the Sort by Service button. This gives you list by
Service. Click on the Service you wish to view.

Step 2

The grade appears. Click on the grade.

The position appears. Double click on the position you wish to view.
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Step 3

The Job Analysis form appears. Click on the Edit JA button to view the JA.

Click the Close button to exit form.


